
 
 

Click on the desired 
worksheet.

Part IV: Oracle Line Items 
Accessing Budget Worksheets: 

 
Sign on to Oracle 

 

 

 

 

 

 

 

 

 

 

 

Each users menu will be different.   Everyone  identified as budget contacts should be able  to 

view the budgets which your department is responsible for.  There may be just one worksheet 

or multiple worksheets. 
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Click on Modify 

The “Select
Worksheet”
screen will
appear
blank at
first. Press
the Ctrl &
F11 keys to
populate
the list of
worksheets.
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To enter into the worksheet, click on
the blue/gray box next to that
worksheet (Budget Group) and click
Open.

Each user’s worksheet screens will
be different. You may have one
worksheet or multiple worksheets
depending on the number of budgets
administered by your department.

Each budget will have two worksheets: one for the 
current year and one for the new year. Please 
remember to open the worksheet for the new year.
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The “Worksheet Summary” page opens up.
First, you will want to click
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This is where the stage of
the budget is determined.
Click on the drop down
feature at the “Stage” cell.

Remember to change the 
stage to reflect the current 

stage.  
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Save your work. Then
exit out of the “Data
Selection” page to get
back to the
“Worksheet
Summary”.

Next, in the “Segment Order”
section, click on the “Order
by” cell. A drop down listing
of segments appears so you
may select the order in which
you want to view your data.
The “Account Segments”
listing appears when you
click on each of the sections.
Insert the following
segments in each cell.
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Line Item Entry: 

 

 

 

 

 

 

 

 

 

 

 

 

To view and make
changes to your
department’s line item
budget, click
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Type Ctrl and F11 to display line item data. This takes you
to the “Worksheet Lines” page. Here you can view actual
activity and budget activity. This worksheet opens to the
first columns which are grayed out. If you scroll to the
right, you will see the budget columns which are white.
This is where you will make any adjustments to your
current year estimates and next years Budget.

The Current Year Estimate values currently appearing in this field
for non-personnel lines are simply year-to-date amounts. You will
need to change these values to your best estimate of what the total
12 month expenditure (or revenue) will be for the Current fiscal year.
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If you just want to look at a particular fund in your
department, you can bring up that fund by
clicking on the flashlight.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you want to request budget in a line
item that does not exist in your
worksheet you will need to manually
enter in the account number you want.
This is done by clicking button at
the top left corner of your toolbar. This
will insert a blank row into your
worksheet and you may enter the new
request.

Isolate the
Parameter that
you want to view
and click

Once you are
satisfied with
your
Departments
Baseline budget,
save your
worksheet, and
exit out of
Oracle. Submit
any line item
forms to the
Budget
department and
notify the Office
of Management
& Budget that
you have
completed your
baseline budget.
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If you would like to print out your line item
worksheet, you will need to export them to
Excel. When you are in the “Worksheet Lines”
screen, go to File→Export.

Printing Line Item Reports: 
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The download 
screen will 

appear. Select 
Open.

Your data will open in Excel and you
can format it to suit your needs. If you
have any problems printing your line
item reports, please call the Office of
Management & Budget and we will be
happy to assist you.
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